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28 ¢ Pe rrAbsence Without Leadd “(AWOE) i ‘Absence from duty‘ ”thaé has not been
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2. Accrued Annual Leave. Leave earned which is credited®'to_ an”employee's
account during the current leave year.
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4, Accrued Sick Leave. Leave accrued and credited to ar} employee s
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6., Break-in-Service. A separation from the rolls for a period of one or
morei workdays: 'of'the’ employee' 5" basicoworkweeky LA period of’ :’.absence for
military duty, followed. by the:‘exercise of'techmployment Tights, is not’regarded
as a break-in-service for purposes of this Manual.
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8. Court Leave. 'I'he authorlzed absence of an employe&’ f¥rom worfé status
for jury duty or to appear as a witness in an unofficial capacity for purposes
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w1950 MM dtaryiLeave, " Absenté from ddties withootIloss oF° pay,ﬂ,tzi-e, or
performande ratings’ forIthoséUNAPT< enpioyeés who 'are ‘members -of ‘Reserve -
Components:of thelU;$S:: Armeds Porcés, ihclading” s thar Rationd“Gaard; ‘off ’days in
which they are engaged in temporary- activevdiity or *inactive  dity for’ ttaln,fng.
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13. Military Furlough. A leave of absence or separation of a regular" “Full=
time or regular part-time employee for induction or recall to actlve duty in
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14. Conpensatory Overtine for Religious Purposes. An overtinme period an
enpl oyee elects to work for the purpose of taking an equal anount of tine off

ins tead of overtime pay and without charge to |eave for religious observance.

B. POLICY

In order to establish uniformand equitable work schedul es, hours, and
wor ki ng conditions essential to the health and welfare of NAFPI enpl oyees and to
conformto applicable executive orders and DoD i ssuances, the policies set
forth herein wi 11 apply to all DoD Conponents.

1. Attendance

a. Administrative Wrkweek. The adm nistrative workweek for NAFI
enpl oyees will be a period of 7 consecutive calendar days. |t need not

coincide with the cal endar week, but may begin on any day and at any hour of
t he day.

b. Basic Wrkweek- Wthin the adm nistrative workweek the basic
wor kweek for NAFI enployees will not exceed 40 hours, exclusive of neal tines.
Wienever possible, 2 consecutive days off wll be provided in each adm nistra-
tive workweek. However, the basic workweek may be schedul ed over a period of
6 days provided the total scheduled hours do not exceed 40per week.

c. Wrkday. The workday shall be admi nistratively schedul ed, shall R
not exceed 10 hours and may extend over 2 cal endar days.

d. Meal Periods- Regular meal or lunch periods normally will be
establ i shed at no Iess than 30 mnutes nor in excess of 1 hour and will not be
consi dered as tinme worked except that neal periods will be considered tine
worked for the purpose of determning entitlement to night shift differential”

pay. No enployee wi 11 be required to work nore than 6 consecutive hours
wi t hout a neal period.

e. Legal Holidays. Legal holidays include the 1st of January, the 3rd
Monday of January, the 3rd Monday of February, the |ast Monday of May, the 4th
day of July, the 1st Monday of Septenber, the 2nd Monday of oOctober, the 1lth
day of Novenber, the 4th Thursday of Novenber, the 25th of Decenber, |naugu-
ration Day (only for enployees working in the Washington D.C., Metropolitan
area as explained in the roles for” appropriated fund enpl oyees), or any other
cal endar day designated as a holiday by Federal statute or executive order.

f.  Religious Observance. an enployee may elect to work conpensatory
overtime for the purpose of taking time off without charge to | eave when
personal religious belief requires that the enployee abstain from working
during certain periods of the workday or workweek.

1 ) An enployee who elects to work conpensatory overtine for this
pur pose shall be granted, instead of overtine pay, an amount of tine off from

his or her scheduled work (hour for hour) equal to the conpensatory overtine
wor ked.

(2) An enployee’s election to work conpensatory overtine or to
t ake conpensatory tine off to neet his or her religious obligations may be
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di sapproved if such nodifications in work schedules interfere with the
efficient acconplishnment of the assigned m ssion.

g. Flexible and Conpressed Wrk Schedul es. Heads of DoD Conponents

may aut horize flexible and conpressed work schedules. Procedures established
shall be in accordance with P.L. 99-196, Decenber 23, 1985.

2. Leave

a. Leave Sharing or Donation. Heads of Conponents may establish a
program that permts enployees to donate annual and sick |eave for the use of
ot her enployees for nmedical or famly enmergency or other hardship situations.
It is suggested that the OPM prograns for civil service enployees be used as a
gui del i ne.

b. Annua

( 1) Leave Authorization. The appropriate authority shall
aut hori ze and schedul e annual [eave. when the workload permts and, whenever
possi bl e, at the conveni ence of the enployee. Such l[eave shall be earned by
I ncunbents who are designated as rrr and RPT enpl oyees (i ncluding those off-
duty mlitary personnel classified in the latter category). The anmpunt of
annual | eave earned depends on the enployee’'s total length of creditable
servi ce.

(2) Creditable Service. Total creditable service shall be
determned as follows:

(a) A1l prior DoD NAFI service, including service with
current enployer, as a RFT or RPT enployee. TFT and TPT enpl oyees converted to

RFT or RPT enpl oyees shall be given credit for present tenporary service.

(b) Al active unifornmed service, except for certain retired
menbers of the uniforned services as outlined below, term nated by honorable

di scharge under honorable conditions or by transfer to inactive reserves under
honorable conditions is creditable for determ ning” the annual |eave accrua
rate. For an enployee who is a retired nmenber of any of the uniformed
services, credit is restricted to the actual active service in the Armed Forces
during wartinme or in any canpaign or expedition for which a canpaign badge has
been authorized. If the retired menber nmeets one or” nore of the follow ng
conditions, all of his or her active service is counted for |eave accrual

pur poses:

1 The retirenent was based on disability resulting from
injury or disease received in the line of duty as a direct result of arned
conflict.

2 The retirement was based on disability caused by an
instrumentality of war and incurred in the line of duty during a period of war .

(as defined in sections 101 and 301 of Title 38, United States Code)

3 On Novenber 30, 1964, the retired nmenber was enpl oyed
in a civilian office to which the annual and sick |eave |aw applied, and
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continues' to ‘be ‘erfployed in “dn offlce ‘of “this klnd‘W1thout a break 1n serviéﬁy
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of more than 30 days. NonLnid

(NStes  The' above prov1510nsy“set forth 1n subparagraphs.B z.bTCZ)(b)T 2, and
 Clare ‘eBfbctive ag™ of ‘February” 16, 1983, ¥ rhe’ leave accrual_pate shallﬁbe A
adjusted as of this date lRecomp'utatlon ‘of Teave' for employmeﬂt perlods before

February 16, 1983 is not authorized.)
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(c) Fractional parts of months shall be included in
determrnan'lehgth of'serylce;tnﬁoweyer, tﬁe'totél leﬁ&th of'se;ylce shall_be
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NAFIs who are called to active duty for short periods of time (not to exceed 62
weeks) with Reserve components of the U.S. Armed Forces shall continue to

accrue annual leave credit during such periods. Nonduty time'‘while in Reserve
components is not credltable.

LR ]

Pharde wr ot s mrss "fac:‘“ i gt ".fdlf_:_"f_",.”,.i:‘;'i‘_;':‘f'.:"f.f""h_._i: N o
Tov e (3)“fExemPt10ns. “No employee whoJls cufrEntly in “a leave cate o;
as Y ragh1it’ of moreullberal pﬂdV131ons of'the separate DoD Components befonhx;;

6 Septembet*1974 shall be” penalfied’by belng placed 1n a lower category

..... : r LN fpoTE" o i\ ) ""
leave “accrual’ or” accumulatlon pltposes.” - | o e e
£ '"'; AU } S U I 0 B 5 -:;_" e Soaedt g btant o i:j_ [RER0 RS TS o TS et U WO I SRR S SRR CRE I B RSSO

[ LE
(4) Annual Leave Accrual. Annual leave shall be accrued byj%FT

and RPT employees while in a pay status, excluding overtlme hours worked in
excess of” 40 hduré during the’ baaie wo%ﬁweekamnEmployeeé_iece;v1ng benefits
under the Longshoremen's and Harbor Worker's Compensation’ AGt and carried on
the rolls of the employing NAFI 1n a leave-w1thout7pay status dc not accrue
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5) Time of Crediting. The accrued leave is credited to the “
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(2) Grantlng Slck Leave. All RFT and RPT employees who have sick
leavertO-thelp cred;t -may be granted;sgchwleave ﬁqn legltlmatermedlcal reasons.

MO L s aRan PEODAT U VLT By T A soiciw wwael ONDrE AVnol LEL T SParne
=i =:,(3) Slck Leave CrﬁdltuACCKHalS**“‘ oA oo gurAT‘T- whad oo owime
Sy Ear o rriprerem UoH v s Lot s e Bt VT Ee wE DU d T ST s e

(a) Sle leave credlts shall accrue at the rate of 5 percent
of the; total basic .workweek ‘hours in:.a- pay: statue;and shalL be credited from
the date:-of: app01ntmentwto4RFT or: ;RPR sta;ua, TR han e

i Eean ot ‘; LR R LT R TR
yuiisvaren wvasay 30T 2REsY L O DR IS BTE ar A

(b} Sick leave credits 1nclud1ng those accrued while on

b JPp—— - s om PUSSUNI. T S S, R S e o ¥ Y B, T

K .LCdVB, are credited to the éfﬂp oyee’'s account. aC cne& enu{ o1l Tne

e e e

vt aRsiT Yoo a¥scimaen nus 0w o sonsolnus gar o hvin T L0

sy, By (4)E‘qumg§SLon;Qrfancentlve—Pala Emgloyees. ‘Rommisgion.or ; i Yo
incer}!;rigze-—pelg employees; arg;;covered by the, same: sick;-leave. polieyw which.s s ine
applies, o, RET and,-RPT .emplayses.: ‘However:; :the.-computation:-of the: sick; Ieave.::
benefits; ta.such employees: shall..be :on:the. basis ‘of -hourlypay xaterequxvalents
derived -from the.-application of rclassification standaxds. Loy kherjob o z:The o ip
employee's: wage; rate, step..of tthe. currently authorized,.wage,-schedule: for - theq &
appropriate, job. .grade; shalil; ibe,.used. 1n»de¢erm1n1nq¢the;base‘ratq—fogxcomputlngﬁ«
the sick leave beneflts.

wsywnal b ta wdsy oy L ameye 0w rail rvan TSY Yo oszen ol ood {5
Aas &h}r—ﬁgaumueathnupr S;cszeavef'anere‘Ls no-limit con the -amount: ;.
oﬁﬁsmqkwleave;thatﬂeqployeeeqmayaeccumg&ate,and carry. iqxwapd from one yeqrw_gg

anothex, . No.. paymentfforiunnsedJSLck Leave\shall bey made. o an,emp;oyee ander:
any clEcumstanGeSw.o oo o sisowiiicw omis-

[ A o L d e R TR o A
i a SO RIS B9 LT D0 e

SRt
vaub swos-(6)+ Sick Leave Credits.. Sick ;leave credits shalli be .transferred
between.NﬁEIs prQV1ded-tha¢ the:employee (aJ 8id not, retire, from .the .losing -3
NAEL (b), 1s”placeddln;e RET :Qw: ;RPT..pay. status, in they gaining- NAFLleth;q,lBO:p
calendar days Qornlongenwlf ‘Head: .of. Component, deems. it epproprmage}wqf-zeqpvaltq
from -pay: status:. rnfthealosang NAFIL iand -(c).. did not.regeive,servige gredit. IOIw
unused.:sigk: leave-lnieccordanceqwmthisubsectlon Bulie; OF Appendlx Berieo foms

v, o
. e e e 03 A P ey PP S, r i PR e ey o :.' ’.,... =
Sta A T o P T S LI raeg 80 A o 2if Of anasy il P o “*\C) DACETE S SRR S R
- P R I - - . s meage s T _ N G P g
DT 3 REVESIUTW TGS AN gt ¢oan O gL SVEZL YV sxrliM « BRIV IOE Y ERe




1401 .1-M

(7)On-the-Job Injury. an enployee covered by workers’ conpen-
sation insurance (5 U.S8.C. 8171) shall be granted sick |eave paynents fromthe
enpl oyee® accunul ated sick | eave bal ance in an anmount which, when added to

workers® conpensation benefits, approxi mates but does not exceed the enployee-s
basic salary.

d. eBxcused Absence. Heads of DoD Conponents or their designees may
authorize tine off wth pay to any NAFI enployee for blood donations (for which
the enployee is not paid); for voting in Federal, State, county, and muni ci pal
governnment elections; or for brief periods of absence or tardiness due to
ci rcunstances that are beyond the enpl oyee’s control.

e. Absence for Maternity or Paternity Reasons

( 1) Leave for Maternity Reasons. RFT and RPT enpl oyees may
request sick |leave, annual |eave, and/or |eave w thout pay when incapacitation
related to pregnancy and confinenent has been properly established by nedical
authority. An absence covering pregnancy and confinenent shall be treated as
any ot her medically certified tenporary incapacitation.

(2) Leave for Paternity Reasons. RrFT and RPT nal e enpl oyees may
request annual |eave and/or |eave wi thout pay for purposes of assisting or
caring for their children or the nother of the newborn child while she is
i ncapacitated, as established by nedical authority, for maternity reasons.

(3) Heads of DoD Conponents shall apply the. same | eave policies,
regul ati ons, and procedures in cases of requests for nmaternity or paternity
absences as are applicable to requests for |eave generally.

f. Mlitary Leave

( 1) RFT civilian enpl oyees who are nenbers of Reserve Conponents
of the Arned Forces of the United States, including the National Guard, are
entitled to excused absence up to a maxi num of 15days per fiscal year w thout
| oss of pay, tinme, or performance rating when called to active duty or active
duty for training. Any part of this excused absence that is not used in any
given fiscal year accunulates for use in succeeding fiscal years, not to exceed
a 15-day maxi mum carry-over. Therefore, an eligible enployee could have a
maxi mum total of 30 days to his/her credit for use during a fiscal year.

(2) In the case of RPT civilian enployees, the rate at which |eave
accrues shall be a percentage of the rate prescribed under subparagraph
B. 2...( 1) , above. The percentage shall be determ ned by dividing the nunmber of
hours in the RPT enployee's regularly schedul ed workweek by the total nunber of
hours that cons ti tutes the normal full-time workweek of the enploying NAFI

(3) RFT and RPT civilian enpl oyees who are called to active duty
for the purpose of providing mlitary aid to enforce the I aw nmay be granted
additional mlitary leave not to exceed 22 workdays in a cal endar year. These
enpl oyees shall be granted | eave upon presentation of conpetent orders. Com
pensation (other than a trave 1, transportation, or per diem allowance) received
by an enpl oyee for such mlitary services shall be credited against the pay
payable to an enployee with respect to his or her NAFI position for such period
of mlitary service. Mlitary leave is to be granted only for workdays; the
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NAFI civilian pay of the enployee shall be reduced only by the anpunt received
for mlitary service perfornmed on a workday. The NAFI civilian pay shall not

be reduced by any anount an individual may receive for days that are not
wor kdays.

(4) Leave without pay may be granted enpl oyees for the follow ng
other types of mlitary service:

(a) Summrer training as menbers of Reserve Oficers Training
Cor ps.

(b) Tenporary Coast CGuard Reserve duty.

(C) Participation in parades by nenbers of the State National
Guard. (However , nenmbers of the National Guard in the District of Colunbia are
entitled to mlitary leave with pay for participation in parades.)

(d) Training with a State Guard or other State mlitary
or gani zat i on.

(e) CGvil air Patrol duty.

g~ Court Leave

( 1) Upon advance subm ssion of a court order, subpoena, sumons,
or any other judicial notification, rrT and reT enpl oyees shall be granted paid
court leave for jury duty; to appear in court in an unofficial capacity as a
W tness on behalf of the U S Governnent or the Government of the District of
Col unbia; and to appear in court in an unofficial capacity as a wtness on
behal f of private parties w here the United States, the District of Colunbia, or
a State or local governnment is a party to the proceedings. The court nmay be a
Federal, District of Colunmbia, State, or local governnental-unit court. This

provi sion does not apply to an enpl oyee appearing as a witness in a judicial
proceeding that involves only private parties.

( 2 ) RFT and RPT enpl oyees on court |eave shall receive their
regul ar pay for such tinme or shall retain the court fees received fromthe

court, whichever is the greater amount. |f the court fees are thelesser
amount, such fees, exclusive of transportation when separately identified or
otherwi se identifiable? shall be turned over to the enploying NAFI. However,
when a State statute provides for reinbursenent of expense or an expense

al l owance rather than a jury fee, enployees shall receive their regular pay and
t he noney paid by the court.

h. Leave Wthout Pay. Leave w thout pay may be granted an enpl oyee
who is receiving benefits under the Longshorenen”s and Harbor wWorker's Conpen-
sation Act (Chapter 1V, subparagraphs B.2.a.{(4) and B.2.b.(7)) and a regular
full-time or regular part-tinme enployee for mlitary service (Chapter 1V,
paragraph B. 2 .e. ) . Upon request, such |eave may be granted instead of annual
or sick leave. Such |eave may not be granted for a period exceeding 1 year
except for mlitary service and other circunstances consi dered appropriate by
t he Head of the poo Conponent or designee.
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Military Furlough.
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Military furlough shall be granted to a RFT or

RPT, employee for. Lnduct&onl or recall. to:active duty;in,one: of, the; U.Si; Military

Servxces.

. An. employee returned. to dutyffnom @L;gtarymfurlough shaglk
same semorityt, status,, pay,ﬂand: _annual.. leave: accxual.entitlements

have:

iy

the,. =
that.-the:

phaihcis

employee would have enj oyed had he or she remained at work instead of being: .

placed on furlough.
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